SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 01/ 26/ 16 CLOSI NG DATE: UNTIL FILLED
SCDC | NTERNAL TI TLE: ADM N ASST SCDC POSI TI ON #: 010024

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0830 AM - 0430 PM
LOCATI ON:  PURCHASI NG, COLUMBI A (Rl CHLAND)

STATE JOB TI TLE: ADM NI STRATI VE ASSI STANT STATE JOB CLASS: AA75

PAY BAND/ LEVEL: 04 E

BAND: 04 SALARY RANGE $ 026139 - $ 048361 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 030582 - $ 039471 SCEIS POSITION #: 61016594

STATE OF SC M NI MUM TRAI Nl NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT IS DI RECTLY
RELATED TO THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY
BE SUBSTI TUTED FOR THE RELATED WORK EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

A HI GH SCHOCL DI PLOVA AND FI VE (5) YEARS ADM NI STRATI VE EXPERI ENCE.
PREFERRED QUALI FI CATI ONS:  GOVERNMVENTAL PURCHASI NG EXPERI ENCE, SCEI S
EXPERI ENCE ( SOUTH CAROLI NA ENTERPRI SE SYSTEM) AND EXCEL.

DESCRI PTI ON OF DUTI ES:

THI'S PCSI TION | S LOCATED W THI N SCDC PROCUREMENT DI VI SI ON. | NCUMBENT
W LL CARRY OQUT COWPLEX PROCUREMENT ACTI VI TIES FOR ALL SOLI ClI TATI ONS TO
| NCLUDE OPENI NG AND TABULATI NG AS VELL AS PREPARI NG ALL | NTENT TO
AWARD AND AWARD STATEMENTS. PROVI DES A W DE VARI ETY OF ADM NI STRATI VE
FUNCTI ONS FOR ALL BUYERS | N THE PURCHASI NG DEPARTMENT.  RESPONSI BLE
FOR PROCESSI NG FUNDS RESERVATI ON | N SCEI'S ( SOUTH CAROLI NA ENTERPRI SE
SYSTEM) . RESPONSI BLE FOR UPDATI NG THE SOLI CI TATI ON CALENDAR AND
TRACKI NG ALL SOLI CI TATI ONS. RESPONSI BLE FOR TRACKI NG ALL MULTI - YEAR
CONTACTS AND NOTI FYI NG THE END USERS 120 DAYS PRI OR TO THEIR

EXPI RATI ON DATE. PERFORMS OTHER RELATED DUTI ES.

COMVENTS:

RESUME MUST BE SUBM TTED W TH APPLI CATI ON
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